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Introduction

This document provides instructions for common tasks in the ePerformance Support role in HR Links.

Section 1: HR Support Tasks
This sectionprovides ePerformance Support with information about completing administrative tasks in

the ePerformance component of HR Links.

Topic 1.1Create New Documents
1.1.1 Create New Performance Document

1 Selectthe Create Documents[Admin] tile.

Create Documents [Admin]

2 Enter the search criteria othe desired employee.

3 SelectSearch

w Employee Search

Employee ID
Q
Employee First Name
Employee Last Name
Manager ID
Q

Manager First Name

Manager Last Name

» Additional Search Items

Search Clear
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4 Select the employee from the search results.

5 SelectCreate Documents

¢ Talent Administrator Administer Create Documents
« Employee Search
Employee Search I Create Documents I
Employee 1D
00008322 Q Enter Search Criteria. Cheose employees from the list and then Click Create Documents to continue
1 ron
Employee First Name - —
. =
Employee Last Name Details Last Document
Name [/ Job Title Supervisor Department Position | Occ Series Bargaining Unit Pay Plan | Grade
Manager ID Jason Smith WRIC s0008272
=} Interdisciplinary Jeffray Macigjewski 1213 G5 14
erdisciplinary Lease Projects Division 0801
Manager First Mame 10150
Manager Last Name
» Additional Search ltems.
Search || Clear

6 SelectPeriod Begin Dateand Period End Date
7 SelectPerformance Documentfrom the Document Type drop-down menu.
8 Be sure that theClone from Prior Documentswitch is set toNo.

Note: If you would like to clone a new performance document from an existing one, see th€lone a
New Performance Document from Existing Performance Documerstection below.

9 Use theTemplatedrop-down to select GSA Annu& Performance Plan

Note: Other options include Mass Approval and OIG Template. Do not use Mass Approval. The OIG
Template will be used for GSA OIG ePerformance.

10 SelectCreate

Back Create Documents [cre_ate|
Period Begin Date | 10/01/2018 “
Period End Date | 09/30/2019 D
Document Type || Performance Document v
Clone from Prior Document No
Template | GSA Annual Performance Plan v

Selected Employees

Name Job Title
Jason Smith Interdisciplinary
The document wil |l apCpreeatBbocumentst he empl oyeeds
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1.1.2 Clone a Perfomance Document from an Existing Performance Document

1 Selectthe Create Documents|Admin] tile.

Create Documents [Admin]

Ll

RO

2 Enter search criteria to find the correct manager.

3 SelectSearch

+ Employee Search

Employee ID
Q
Employee First Name
Employee Last Name
Manager ID
Q

Manager First Name

Manager Last Name

» Additional Search Items

Search Clear

4 Select the employees from the list of search results.

5 SelectCreate Documents
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~ Employee Search

Employee Search

Employee ID
00008322 Q Enter Search Criteria, Choose employees from the list and then Click Create Documents to continue
Employee First Name -
Employee Last Name Details Last Document

< Name | Job Title Supervisor Department
Manager 1D q L ST R WRIC

= efirey Maciejewski

Interdisciplinary Lease Projects Division

Manager First Name 101180

Manager Last Name

b Additional Search Items

|' SRl [ Clear

Position | Occ Series

40008272
0801

Bargaining Unit

1213

Create Documents

1re

Pay Plan | Grade

GS 14

SelectPeriod Begin Dateand Period End Date

Toggle the Clone from Prior Documenswitch to Yes

© 00 N O

10 SelectCreate

SelectPerformance Documentfrom the Document Typedrop-down menu.

Use the lookup icon to select the associated prior document.

Back Create Documents Create]
Period Begin Date | 10/01/2018 :
Period End Date | 09/30/2019
Document Type || Performance Document v
Clone from Prior Document || Yes
Prior Document |Amy Jensen Q
10/01/2016 09/30/2017 Mass Rating Preview

Selected Employees

Name Job Title

Jason Smith Interdisciplinary

The new documentwl | appear i nCuréneDocumgntsoy ee s
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Topic 1.2Change Document Reviewers

1.2.1 Transfer Document Supervisor

1 Selectthe Performance DocumentgAdmin] tile.

Performance Documents [Admin]

2 Enter the search criteria of the desired employee.

3 SelectSearch

w Document Search

Employee ID

Manager ID

Document ID

Document Type

Template Type

Manager First Name

Manager Last Name

Document Status

Employee First Name

Employee Last Name

Period Begin/End Dates

Search |

b Additional Search ltems

Clear

4 Select the empl oycamedts

perf or mance

Note: This document must be in Approvald Submitted status.
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Performance Documents

To manage a performance document, enter the search criteria and select the documant from the resulting list

Document Details

Name [ Job Title

Organization Detalls

Manager Name

Document Type

Document Status

Period Begin /

50 rows

Naxt Due Date

Period End
Document 1D 37218 Approval - Approved 10/01/2018
Andrew Low Jaffray Smith Performance Document pprova Ry nnarns >
IT Spacialist GsA [/ 09/30/2019
Document ID 36220 Approval - Approved 10/01/2018
Beth MacRae Daniel Schilly Performance Document * * 1142019 >
Organizational Development Spe a8A o oN 03/16/2019
Document 1036363 A | - Submitted 10/01/2018
Brad Demers Alexandra Rouse Performance Document PRSS(RIESESHRS 1111412019
09/30/2019

Procurement Analyst

GSA

L/

5 Select theManager ID tab.

Performance Document asa

Employee

Document ID

00007613 Brad Demers

38363

oy

Performance Document

Manager ID

00006666 Alexandra Rouse

Document Status

Approval

Details >
> Period 10/01/2018
» Approval Status Submitted

to 09/30/2019

Open

6 Use the lookup function in theNew Manager IDfield to enter a new reviewer.

7 Enter comments in theComment field.

8 SelectSave
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Cancel |

Transfer Document

Select a New Manager ID and click Save to transfer ownership of this document. The
existing manager will immediately lose access and the new manager will gain access
and responsibility to complete any manager actions.

Manager ID 00006666

New Manager ID

Comment

00000004

Q

Alexandra Rouse

Thomas Morgan

Training Comment I

N
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1.2.2 Change Document Approver

Administrators may change the designated approver of a performance document after the document

has been submitted for approval. To change a document reviewer, follow these steps:

1 Selectthe Performance DocumentgAdmin] tile.

'
n-l

- -

Performance Documents [Admin]

2 Enter search criteria to fidl the correct employee.

3 SelectSearch

« Document Search
Employee 1D

Q
Employee First Name
Employee Last Name
M.!II:MJ!‘I' [0]

Q
Manager First Name
Manager Last Name
Document ID
Document Type

v
Template Type

Q
Document Status

v
Period Begin/End Dates

» Additional Search ltems
Search Clear

4 Select the performance document on which you want to change an approver.
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Decument ID 23373 . A 1000172017
Marjusz Lewandowski Liliana Delbonifro Parioerancs Docurmant Approval - Approved 11472018 ’
INTERSYSTEM MOVEMENT 554 TFrF 0313172018
Document 1D 57914 . . 10/0172018
Mohammed Berlas Vanessa Ros Performance Document Foprova-Submied 11472018 >
Chief Information Security Off asa Ty 09/30:2019
Document ID 41885 . 10/0172018
Ralph Hunter Kevin Mitchell Pariamancs Document Approval - Submitied 11472019 ,
Contract Specialist Gk L/} 0313072018
Dozimen 1D 36517 R 10/0172018
Robert Sodano Rodger Hoover T Approval - Approred 11142019 ,
Contract Spacialist asa T 083072018
Note: The document must be in Approvald Submitted status.
5 Selectthe Approval Statustab.
Performance Document X
Performance Document csa @& ~ Open |
Employee 00006198 Mohammed Berlas Details >
Document ID 57914 Level 5 Outstanding
Manager ID 00013405 Vanessa Ros > Period 10/01/2018 to 09/30/2019 >
Document Status Approval > Approval Status Submitted >
Step Due Date Signatures
Establish Performance Plan ® 11/14/2018 Mgr: Vanessa Ros 02/27/2018 11:45:58
O EE: Mohammed Berlas 02/27/2010 12:07:35 [ACKN]
o Complete Mid-Year Progress Review O} 05/31/2019
Skipped
o Nominate Participants RS
© Review Employee Self-Assessment RATISEAES
o Review Manager Evaluation © 1114/2019
Pending Approval
» Admin Actions Audit
6 Select the Approver you wish to change fronthe drop-down menu.
7 UsetheReassignTdo ookup i1 con to select the document s
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Cancel Approval Status

* Review Employee Pending

% Pending

David A Shive
SSC Position Management by

Select an Approver and then select 2 new Reassign To and click Save to reassign
the reviewer of this document.

Approver I v|
Reassign To Q
Comment

» Administrative Overrides

8 Enter search criteria to find the new approver.

9 Select the new approver from the search results.

Cancel Lookup
Search for. Resssign To
w Search Criteria Show Operators
User ID
beging wih)
Description
Deging with)
Search Clear
w Search Results
Only the first 300 results can be displayed
| = 300 rows
UserID < Description
00013335
00023316 Ryan Michael Reynolds
00023367 Amanda P Hueston
00023400 Timothy Andrew Castillo
00023454 Heather Michelle Bushouse
00023518 Kiara S White

Note: The new Approver will be added at the same level as therpvious reviewer.
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10 Add a comment in the Comment section, if applicable.

11 SelectSave
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